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EDI USER CHECK LIST 

 
 

� In addition to downloading the XML or Excel Spreadsheet template, I’ve downloaded 
and read the specification document which corresponds to the template I downloaded.   

� Prior to utilizing an EDI import option, a test file must be submitted as soon as possible 
but no later than two weeks before the first report due date in which I plan on 
utilizing one of the EDI import formats.  (Please note: A test file is only needed once 
prior to the first time utilizing one of the EDI import methods.)  In addition, I 
acknowledge that it is my responsibility to file timely disclosure reports regardless 
of whether or not I’ve submitted a test file and received feedback from the Secretary 
of State’s Campaign Finance Support Team.   

� I understand that, in some instances, if I submit a test file less than two weeks before the 
first report due date in which I plan on utilizing the EDI filing format, the Secretary of 
State’s Campaign Finance Support Team may not have adequate time to review and 
provide comment regarding the test file and this does not excuse me from my 
responsibility of filing timely disclosure reports. 

� I understand that it is recommended to have multiple entries for each worksheet in my 
test file to ensure  a sufficient or “good” test file; however, I agree that my test file will, 
at a minimum,  contain contribution and expenditure entries (Candidates who do not 
have a committee would have a minimum requirement of expenditure entries). 

� I understand that my test file will not be processed if I do not complete all required 
portions/fields of the templates/file as required by the specification document. 

� I understand that importing transactions/entries into TRACER does not constitute filing 
of a disclosure report.  To file a disclosure report the candidate or registered agent of the 
committee must go to the “Filings” tab and select the desired disclosure report, click on 
the “File” button and answer “Ok” to confirm the filing of the report.  An on screen 
confirmation that the filing was saved will be displayed.    

� I understand that if a vendor is importing entries on my behalf that the vendor is not able 
to file a disclosure report and that only the candidate or registered agent of the committee 
is permitted to file the report. 

 
 


